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INTRODUCTION

One of the catalysts behind the upgrade to a web-based time and attendance system was the need to use a
system that supported the roles and responsibilities of the main parties involved in timekeeping: the
Employee, Timekeeper and Supervisor. Their respective primary responsibilities include:

Employee

Provide a written or electronic accounting of hours worked and leave taken by the established
deadline each pay period.

Provide supporting documentation for leave usage (leave slips, court documents, military orders,
etc.) as required.

Verify/validate timekeeping data submitted.

Sign the certified copy of the timesheet if the timekeeper entered and validated the data.

Notify the Timekeeper and Supervisor in a timely manner of any corrections needed to previous
pay periods.

Compare leave balances maintained in the timekeeping system (WebTA) with those maintained
by the payroll system (NFC); notify Timekeeper/Supervisor of any discrepancies.

Advise Timekeepers of changes to basic employee information (duty hours, tour of duty,
alternative work schedules, etc.)

Must agree to the terms and sign the Rules of Behavior for WebTA.

Timekeeper
e Receive a written or electronic account of work and leave hours for all employees.
e  Obtain supporting documents for leave usage.
e Ensure T&A records are submitted on every employee within processing deadlines.
e Maintain valid accounting tables with WebTA.
e Assist Time & Attendance Liaisons with corrective actions on rejected timesheets.
e Obtain effective dates from HRO or Supervisors of personnel actions affecting employees.
e Adjust employee leave balances and SCD dates as instructed by Leave Share Coordinator, HR

personnel, or NOAA Time & Attendance Services Office.

e Prepare and validate corrected timesheets, as necessary.

e Resolve leave errors in a timely manner (less than five pay periods).

o Discuss questions and leave errors with Supervisors and Time & Attendance Contact Points and
Liaisons.

e Add new users (not roles) within work unit to WebTA.

Supervisor

e Establish Work Unit policies to manage timekeeping functions and ensure compliance with
national policies.

e Ensure accurate and complete Time & Attendance reports are submitted for each employee prior
to the established deadline. Failure to complete this may result in non-payment of payroll to the
affected employee(s).

e Approve (certify) the accuracy of hours worked and leave taken for all employees supervised
prior to the established deadline each pay period.

e Sign the hard copy, certified T& A report for all employees supervised each pay period and
provide them to the Timekeeper for filing.

e Ensure certified T&A reports and supporting documentation are retained for 6 years.

e Provide Employees and Timekeepers time to carry out their timekeeping responsibilities.

e Ensure compliance with all pay, leave and timekeeping regulations and policies.



ACCESSING WebTA

Launch WebTA using Internet Explorer 5.5 or higher (best choice) or Netscape 7.1 or higher by typing
the URL address “https://docwebta.ocs.doc.gov” in the address box, and depressing Enter, or double

clicking on the WebTA icon on your desktop. Click Continue at the Certificate Name Check screen.
The following screen appears:

<2l Time & Attendance - Microsoft Internet Explorer
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Time &
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Please login to the Time & Attendance System
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Click on login. The WebTA Login screen appears.
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webTA Login

This Government system, run by the Department of
Commerce (DoC), is for the purpose of conducting
official Government business, within the scope of DoC
policy. All data in this system is the property of the
Government & may be monitored, intercepted, read,
recorded, copied, or captured in any manner & disclosed
in any manner, by authorized personnel. THERE IS NO
RIGHT OF PRIVACY IN THIS SYSTEM. webTA uses a
single session cookie.

Please enter your User ID and Password for the Time & Attendance system:

——— T
el

(password is case-sensitive)

Copyright 1999-2003 3i Systems Inc.


https://docwebta.ocs.doc.gov/

Click in the User Id box. Type your User Id with no spaces. Generally, the User Id is your last name
followed by your first initial. If you share the same name with someone else in your agency, your User
Id may be slightly different, such as your last name followed by your first and middle initials. Prior to
conversion to WebTA, you will be notified of your exact User Id and initial Password.

Click in the Password box or Depress the Tab Key to move to the Password box. Enter your password,
keeping in mind that the password field is case-sensitive (see section on Security for other requirements
regarding passwords).

Your screen should look similar to the one below:

S PR AaEee sE = EREN

ALl PASSWORDS MUST COMPLY WITH DOC PASSWORD [
POLICY. WELCOME ABOARD ITA!

webTA Login

This Government system, run by the Department of
Commerce {(DoC), is for the purpose of conducting
official Government business, within the scope of DoC
policy. All data in this system is the property of the
Government & may be monitored, intercepted, read,
recorded, copied, or captured in any manner & disclosed
in any manner, by authorized personnel. THERE IS NO
RIGHT OF PRIVACY IN THIS SYSTEM. webTA uses a
single session cookie.

Please enter your User ID and Password for the Time & Attendance system:

=

{password is case-sensitive)

> [loan |

Copyright 1999-2003 3i Systems Inc. -

Click the Log In button or Depress the Tab key and Depress Enter.

There are five levels of access within WebTA: Employee, Timekeeper, Supervisor, HR
Administrator and Administrator. At login, WebTA brings you into the system at your highest level of
access.

Every user of WebTA has Employee access. Those of you with additional roles will be able to toggle
between roles by clicking on the access buttons (pictured below) at the bottom of each Main Menu screen.

T Ermployee | Timekeeper | SUREiSOL | HR Adrmin | Adminl

Copyright © 1999-2003 3i Systems Inc.

The button that is grayed out is the role you are currently using. This training manual addresses the
features of the Employee role.



Employee Main Menu Options

SR ERRES S EBEE | @ - o>

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD
POLICY ., WELCOME AROARD ITA!

Help Logout

Employee Main Menu

T84 Dato
UCENLETM| view Tea summary |
_Losatornfo_|

_vaiiate |
Certified T&A's | View Previously Certified T&A Summaries
_ Send Task |

User Functions

Change Passwaord |

Ermployes Timekeeper Supervisar | HR Admin Admin

Copyright 199%-2003 31 Systems Inc,

The Employee Main Menu provides access to all the basic functions the employee needs to enter time
and attendance data, as well as to send tasks to the timekeeper. To perform any of the options, click on
the appropriate button. The Employee Main Menu option buttons are described below:

o T&A Data = Allows the employee to enter and edit hours worked and leave taken.

o T&A Summary = Provides the employee a T&A summary and leave data for the current pay
period.

e Locator Info = Allows the employee to enter personal location information such as work address,
phone numbers, and email address. In order for the automatic email notification features to work,
the email field in the Locator must be completed.

e Validate = Allows the employee to approve the official record of hours worked and leave taken
for the current pay period.

o Certified T&A’s = Allows the employee to view summaries of previously certified and processed
time and attendance records.

e Accounts = Employees are requested not to use this option at this time. Instead, Timekeepers
will create the appropriate account tables for each work unit.

e Send Task = Allows the employee to send a task to the timekeeper (such as notice for the need of
a correction to a previous pay period).

e Change Password = Allows the employee to change his/her password.

The most commonly used features for Employees include the “T&A Data” and “Validate” buttons.



ENTERING T&A DATA

WebTA is designed for data input by either the Employee or the Timekeeper. Your local management
will determine who will be responsible for primary input but for the purposes of this manual, Employee
input is assumed.

At the Employee Main Menu screen, click on the T&A Data button.

G- QA QIS S E N

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD
POLICY . WELCOME &4BOARD ITA!

Help Logout

Employee Main Menu

s
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User Functions

Change Passward |

The T&A Data screen is used to enter the information relating to time and attendance for the current pay
period, such as hours worked, leave taken, dollar transactions paid, etc. The very top portion of the
screen displays basic information including employee name, report type (regular, correction), pay period
and leave year.

The first two tables (pictured on the next page) are used for entering both Time in Pay status (TIP) and
Other Time (AWOL, LWOP, etc.). There is also an area for notating remarks pertinent to the current pay
period. Toward the bottom of the T&A Data page are two other tables (also pictured on the next page)
for Dollar Transactions and Leave Donations.

IMPORTANT NOTE: The Leave Donations chart is not in use by NOAA at this time. Do not enter
entries into this module until notified by the NOAA Time & Attendance Services Office.



T&A Data

Name: Amy Townsend FPay Period: a5 : Mar 7, 2004 to Mar 20, 2004
Report Type: Reqular Leave Year: 2004
Time In Pay

Sun Mon Tue Wed Thu Fri Sat
: _3/7 3/8 379 3/103/113/123/13 week 1
T tion Prefix Suffix A t
ransactonEretis SUllix AEEOUNNNG o 11 4 3/153/1613/173/183/103/20 Week 2

Total

ews TIP |

Other Time

Sun Mon Tue Wed Thu Fri Sat Remarks To Payroll
347 3/8 379 3/103/113/123/13 Week 1 -]
3/143/153/163/17 3/183/193/20 Week 2

Transaction

Total

Mewe Other |

Dollar Transactions

H

. . Daollar Amount
Transaction ACCDuntmgWeek 1wenk 2

Total

Mewy Dollar |

Leave Donations

Transaction AccountingDonation Amount
Total

Mew Donation |
Return |

Time in Pay = Used to enter all pay categories such as Regular Base Pay, Annual Leave, Sick
Leave, Credit Hours Earned and Used, Comp Time Earned and Used, Overtime, etc. Within the
chart there is a drop down menu for pay types.

Other Time = Used to enter all non-pay time categories (AWOL, LWOP, Furlough, Suspension,
etc.), to begin/end certain COLA/Post differentials, and to track home and shore leave earned.
Remarks To Payroll = Notations of significant events within the payroll such as explanation of
Admin/Excused Absence (office closure, blood donation, jury duty, holiday, etc.), leave
adjustments, etc. Remarks are limited to 70 characters (including spaces) and appear on the
summary your Supervisor will certify.

Dollar Transactions = Used to enter payment amounts pertaining to the current pay period for
things such as commuted subsistence, emergency pay, mass transit subsidy, meals deduction,
parking subsidy, remote worksite, uniforms/taxable, and uniforms/tax exempt.

Leave Donations = NOAA is not currently using this option. It is scheduled for a later release.

The format of hour entries is the number of hours, a colon and the number of minutes (Example: 8:15
equals 8 hours and 15 minutes). Minutes should be recorded in 15-minute increments. To enter whole
hours you need only enter the hours. Time can also be entered using a decimal between hours and
minutes; however, when using this method you must remember to use the decimal quarter segments of
.25 (15 minutes), .50 (30 minutes) and .75 (45 minutes) to avoid automated rounding errors (Example:
when 8.25 is entered, it is automatically converted to 8:15).



Time In Pay

While in the T&A Data screen, click on the New TIP button in the Time in Pay chart.

T&A Data

Name: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report Type: Reqular Leave Year: 2004

Time In Pay
Sun Mon Tue “Wed Thu Fri Sat
. | 3/7 3/8 3/9 3/103/113/123/13 Wweek 1
T tion Prefis Suffix A t
ransACHnnEretis sUTlis ACCOUNTNG. o ) 42 5316 3/173/183/10 3/20 Week 2

Total

Mew TIP | 4+—

Other Time

Sun Mon Tue Wed Thu Fri Sat Remarks To Payroll
347 3/8 379 3/103/113/123/13 Week 1 =]
3/143/153/163/17 3/183/193/20 Week 2

Transaction

Total
| |
Mew Other |
The Edit Time In Pay screen will appear.
Edit Time In Pay
MName: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report Type: Regular Leave Year: 2004

Edit Line of Time In P
IReguIar Base Pay | Prefix I Suffix I Acct ISeIedAn Account

Sun 377 Maon 378 Tue 3/9  Wed 3710 Thu 3/11 Fri 3712 Sat 3713

Sun 3/14 Mon 3715 Tue 3716 Wed 3717 Thu 3/18 Fri 3719 Sat 3720

Time In Pay
Sun Mon Tue Wed Thu Fri Sat
. _3/7 348 379 3/103/113/123/13 Week 1
T tion Prefix Suffix & t
FENSAEHON ErETls SUTHR AEERUATING 5 ) 4 51 5 3/16 3/17 3/18 3719 3/20 Week 2

Total

Sa\rel Cancel |

Only one pay type may be recorded/edited at a time so you will need to select the type of pay you are
entering from the drop down menu on the left. Click the down arrow at the pay type box, and then
highlight and click on the type of pay you wish to record. In the example above, Regular Base Pay
(which is the default setting) is the pay type selected. If you need assistance understanding the different
pay types, you will find descriptions and explanations for each on MASC’s website
(www.masc.noaa.gov) under the Time and Attendance section. In order to avoid unexpected and
unwelcome payroll bills, it is imperative that you understand the codes you are using. (For example,

9
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simply working on a Sunday does not entitle you to Sunday Differential pay; credit hours may only be
earned/used by employees on certain flexible schedules; compensatory time and overtime always require
advanced supervisory approval, etc.)

To enter time, click on the appropriate day box for the date you are recording, and enter the number of
hours/minutes for the pay type selected. Again, WebTA recognizes two entry formats: the full
hour/colon/clock minutes entry (8:15) or the full hour/point/decimal minutes entry (8.25). Depress the
tab key on your keyboard or use your mouse to move to subsequent days. You may enter the appropriate
hours/minutes for each specific pay type as frequently as you wish during the current pay period (i.e.,
each day, once a week, at the end of the pay period, etc.).

Edit Time In Pay

MName: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report Type: Regular Leave Year: 2004

Edit Line of Time In Pay

IReguIar Base Fay ;I Prefis I Suffis I Acct ISeIedAn Account
Sun 37 IMon 378 Tue 3/9  WWed 3710 Thu 3711 Fri 3712 Sat 3713

| | | | | | |
Sun 3714 Mon 3715 )ﬁa Sf;ﬁ/Wevd 3717 Thu 3718 Fri 3/19 Sat 3/20

IIWI I

Time In Pay

Sun Mon Tue Wed Thu Fri Sat
. _3/7 348 379 3/103/113/123/13 Week 1
T tion Prefix Suffix & t
FENSAEHON ErETls SUTHR AEERUATING 5 ) 4 51 5 3/16 3/17 3/18 3719 3/20 Week 2

Total

> Sa\rel Cancell

After you have entered the hours/minutes for this pay type, click on the down arrow for the drop down
menu on the right to select the appropriate account to be charged. Your timekeeper will have created a
table of accounts from which to choose. Click on the appropriate account to select it.

Scroll down to the bottom of the page and Click the Save button. Your screen will now look something
like this:

Mame: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Feport Type: Reqular Leave Year: 2004

Time In Pay
Sun Mon Tue wed Thu Fri Sat
3/7 3/8 379 371037113712 3713 We

T ti Prefix Suffix & ti
ransachon refisHTTHAcEatnting 3/143/153/16 3/17 3/183/19 3/20 We
f 401622WHM24P00 7.007:307:456:2306: 15 35
ﬂl EelJR=oular Base Pay Coordinate time and attendance process
7007307 456:306: 15 35
Total

Mew TIP | .

To enter additional time in this same pay type, click the Edit button to the left of the entry line you wish
to change, then click in the day box to make additional entries, then scroll down to the bottom of the page
and click on the Save button.

10



If at any time you wish to exit a screen without saving the entries, simply scroll down to the bottom of
the page and click on the Cancel button. This action will take you back to the previous screen without
saving any of the entries you made on the screen just exited.

To enter time for a different pay type, or the same pay type which is to be charged to a different account,
repeat all of the steps outlined above (Click New TIP, select pay type from drop down menu on left, enter
the hours/minutes in the appropriate day box, select account to be charged from the drop down menu on
the right, scroll to the bottom of the page and click the Save button). Continue this process until all of the
hours worked and leave taken during the pay period are recorded and saved.

SELECTING AN ACCOUNT

Although there is an Accounts button on the Employee Main Menu, NOAA employees are requested
not to use this feature at this time.

e IBlall e =l e @ - ° ]

-

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD

Help L t
POLICY . WELCOME &ABOARD ITA! elp Logou

Employee Main Menu

e
DXEEO o e sy
SO . vy oraie T Summarios

Instead, your Timekeeper will establish an Account Table (sample table provided below) from which you
may select the appropriate account(s) for the activities performed.

Active Accounts

Timekeeper Accounts

Account Description
Del| Edit | 20169P1BMGPZO HRD - MASC
Del| Edit | 30169P 1BMGP21 Ta&a - MASC

Dal Edl1|401622CW89PDD Pa:R and Benefits - Sjgrepslete Admininstrative

Del | Edit [401622WM24P00 Coordinate time and attendance process

Del | Edit [401622WM30P00 Administer pay and leave

Del | Edit [401622WM35P00 Administer leave share programs

Del | Edit [401522WM35P00 Implerment ABC/BMF

Del | Edit [401622WM36P00 Develop/implerment policies and programs
Del | Edit [4016822wWMa8P00 Employee development

Del| Edit |401622wWrMB9P00 Complete administrative duties

Del| Edit | 4016228828P00 MNon-waorked paid time

Add Existing Account

11



ACCOUNTS vary enormously by agency, business line and job function. Be sure you are charging
your time to the appropriate codes for your business activities!

IMPORTANT NOTE ON ABC/M REPORTING FOR AFFECTED NOAA EMPLOYEES: For
those administrative and finance employees of NOAA who will be entering their required ABC/M data
via WebTA, most likely there will be multiple lines of Regular Base Pay, but each line will be charged to
a different account (project and task code) listed in your Account Table. For example, all of the pay
pictured below is Regular Base Pay or Comp Time Earned, but notice that five different accounts were
charged to reflect the appropriate activities for Regular Base Pay and two accounts were charged to reflect
the activities performed during the Comp Time Earned. At the bottom of the chart, the total time for the
day for all account codes charged is shown.

Time In Pay =]
Sun Mon Tue Wed Thu Fri Sat
. . 377 378 379 371037113712 3713
Transaction Prefix Suffix Accounting 3/14 3/15 3/163/173/183/19 3/20
! 401622WM24P00 7:00 7:306:456:305: 45
Edit | Del : .
—Il Bl|Regular Base Pay W Coordinate time and attendance process
: 401622WM30P00 1:30 1:151:300: 45
_lEdlt BRlR=qular Base Pay W VY |administer pay and leave
: 401622WM3EP00 1:00 020
ﬂl Del|regular Base Pay v Administer leave share programs
| 401622WMEBEPO0D 0:30
Edltl Del|[regular Base Pay _v Implement ABC/BMF I
. 1:002:30/0:30
Edltl Del|reqular Base Pay V\/v 401622WMSQPDD _ _
Complete administrative duties
Ed“l DE||CDmp Time Earned W W 4016221WM24P00 7115 500
Coordinate time and attendance process| 6:30
; . 401622WM30P00
ﬂlﬂlCDmp Time Earnedv\/v administer pay and leave 1:30
7:1510:008:459:159:456:455: 00
Total
2:00
Mew TIP | ‘ﬂ

For ABC/M reporting it is important to remember that when the TIP is a type of leave (annual leave, sick
leave, Family Friendly sick leave, Credit Hours Used, Comp Time Used, Comp Used/Religious, Restored
Annual leave, Military Emergency Leave, Military Regular Leave, Time Off/Incentive Award, Shore
Leave Used or Admin/Excused Absence) you must ensure that the appropriate Account code for Non-
Worked Time is selected.

For those NOAA administrative and finance personnel needing assistance with account (project and task)
codes for required ABC/M reporting, please contact:

Doug Bradshaw Phone: (202) 482-2621
Email: Douglas.V.Bradshaw@noaa.gov

STORED ACCOUNTING

If you always charge your time to the same one account, your Timekeeper can set your T&A Profile to
store your accounting at the National Finance Center, negating the need for manual input of accounting
information each pay period. However, if you charge your time to more than one account, NFC stored
accounting is not available to you.

12
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Even if you must do manual entry since you charge multiple accounts each pay period, your Timekeeper
may still be able to save you some data entry steps by choosing one of four options in the Retain Data

field on your T&A Profile.

T&A Profile

HName: Amy Townsend
Repart
Type Regular

D7 : Apr 4, 2004 to Apr 17, 2004

Status Change

Status Change Type INune 'I
Status Change Day INDne "I

Work Schedule

Pay Plan |GeneraIScheduIe(reg) =l
Tour of Duty | Full Time =]

Duty Hours IBD
Work Week IMaxiﬂex
Alternative Schedule |t

Gontact Point

e o
Timeeoror [

New Contact Point i
Overtime/Standby Status

Rso/salry cor [
tandoy Hrs/ w1 [N
Standoy Hrs oo [N
tanaoy/au0 o[

Miscellaneous

Oath Of Office
Final Report

Approved Leave
Recipient (VLTP)
Approved Leave
Recipient (ELTP)

On Hold

Account Data Code | Manual Entry

Stored Account (NFC)  [ENRElbN=TETel=0)
Stored Account ({Local) syt

Retain Data

Leave Parameters

Service Computation Dajggesle e
Restore from Default
Annual Leave Category Excention Processing

Personal Leave Ceiling

Dual T&A | Sa\rel Cancell

13



The default setting for the Retain Data field is None, meaning no information is retained from one pay
period to the next, and all entries must be made manually each pay period. The other four options are:

e All - This option means that all pay types, accounts charged, and hours worked will be retained
from one pay period to the next and will automatically populate the Time In Pay and Other Time
fields. Employees must then review and revise the data for the current pay period.

e TC’s and Accounts - This option means that only the pay types (transaction codes) and the
accounts charged will be retained from one pay period to another. The employee must enter the
hours worked for each category in the Edit T&A screen.

e Restore From Default - This option requires that the Timekeeper establish a default tour for the
Employee. This should only be used for employees whose schedules rarely change. Once the
default tour is established, WebTA will automatically populate the current pay period with all the
data from the default tour. The Employee must then go into the Edit T&A screen to make any
required adjustments.

e Exception Processing - Like the Restore From Default option described above, this option
requires that the Timekeeper establish a default tour for the Employee. With this option, WebTA
will actually process from the Default Tour. The standard tour will not be reflected in the Edit
T&A screen. If any changes to the default tour are required, the employee must go to the Edit
T&A screen to enter the changes only. Once changes are entered, WebTA will process the
default tour with the changes entered.

If you wish to have your T&A Profile set to one of the options outlined above, please see your
Timekeeper.

EDITING AN ENTRY

If you need to edit a previously recorded entry, follow the same procedure as above for entering
additional time. Click the Edit button to the left of the entry line you wish to change, then click in the
appropriate day box where the change is needed, enter the change, and then scroll down to the bottom of
the page and click on the Save button.

Entries are edited the same way for each table.

DELETING AN ENTRY

To delete an existing entry, you can perform one of two actions. If only some of the information within a
pay type must be deleted, follow the instructions above for editing entries within a pay type. If an entire
line of pay information needs to be deleted, click the Delete button to the left of the Pay Type you wish to
delete, and the entire line of pay will immediately be deleted (you are not prompted or second-guessed as
to whether you really want to perform this action).

WARNING: Use the delete key feature with caution as once the line of pay is deleted, it cannot be
recovered.

14



T&A Data

Marme: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report Type: Regular Leave Year: 2004

Time In Pay

Sun Mon Tue Wed Thu Fri Sat

347 378 349 3710345113712 34513 We
34143715 3/163/17 3518 3/19 320 We

Editl Del|requiar Base Pa 401622WM24P00 00V 307:456:306: 15 35
e ¥ Coordinate time and attendance process

Transaction Prefix Suffix Accounting

F:O007V:307:456:306:15 35
Total

Mewr TIF | L]

Entries are deleted the same way for each table (Time in Pay, Other Time, etc).

Other Time

To enter Other Time, click the New Other button on the Other Time chart while in the T&A Data
screen and follow the process outlined above in the Time in Pay section.

T&A Data

Name: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report Type: Regular Leave Year: 2004
Time In Pay

Sun Mon Tue Wed Thu Fri Sat
. 1 3/73/8 |3/ 3/1013/11/3/12/3/13 week 1
Transaction Prefiz Suffiz Accounting 3/143,/153/163/173/183,/19 3/20 Week 2

Total

Mewy TIP |

Other Time

Sun Mon Tue Wed Thu Fri Sat Remarks To Payroll
3/7 | 378 | 3/9 123/103/11/3/12/3/13 week 1 =]
3/143/153/163/17 3/183/193/20 Week 2

Transaction

Total

| |
Mew Other |<

Other Time is used to enter all non-pay categories (AWOL, LWOP, Furlough, Suspension), to begin/end
certain COLA/Post differentials, and to track home and shore leave earned. After making and saving all
the entries and edits necessary, exit the T&A Data screen by scrolling to the bottom of the page and
clicking on the Return button. You will now be back at the Employee Main Menu screen.

Entries to Other Time can be edited and deleted using the same process as was described above in the
Editing an Entry and Deleting an Entry sections.

15



Dollar Transactions

To enter Dollar Transactions, click the New Dollar button on the Dollar Transactions chart while in
the T&A Data screen.

Dollar Transactions

. Daollar Amount
Transaction AccountlngWeek 1wesk 2

Total

Mew Diollar | 4

Leave Donations

Transaction Accounting Donation Amount
Total

Mew Donation |

Return |

The Edit Dollar Transactions screen appears. Entries are made in a very similar process as those
described above for Time In Pay and Other Time.

Select the type of Dollar Transaction from the drop down menu on the left. Use your mouse or tab key
to enter the box for Week 1 and/or Week 2. Enter the appropriate dollar and cents amount for Week 1
and Week 2 of the current pay period, and select the appropriate account to be charged. Note: all
reimbursement categories are limited to $99.99 in each of the entry boxes with the exception of Parking
Subsidy and Mass Transit, which have a maximum amount of $9,999.99.

Edit Dollar Transactions

Mame: Amy Townsend Pay Period: 05 : Mar 7, 2004 to Mar 20, 2004
Report

. Regular Leave Year: 2004
Type:

Edit Line of Dollar Transaction

' |Parking Subsidy j Acct |Select An Account j ‘
Dollar Amt W 1 I Dollar Amt Wk 2 I

Dollar Transaction Summary

. . Dollar Amount
Transaction AccountmgWEek 1Wesk 2

Total

ﬂl Cancel |

After entering the dollar and cents for the reimbursement type, scroll down to the bottom of the page and
click the Save button to save your entries. To add another Dollar Transaction, repeat the process noted
above. When all appropriate entries are made and saved, scroll down to the bottom of the screen and
click on Return, which will take you back to the Employee Main Menu.

Note: Reimbursement through Dollar Transactions is not authorized without appropriate prior approval.
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ADDING REMARKS TO PAYROLL

You can add remarks to the current T&A record at any time when you are in the T&A Data screen.
Simply click in the Remarks to Payroll box and type your remarks. Remarks are limited to 70
characters (including spaces) and are included on the summary your Supervisor will certify. A remark is
required for any pay period in which time has been charged to Admin/Excused Absence but might
also be helpful to identify significant events in the pay period such as a leave adjustment, personnel
action, change in annual leave category, etc. The remarks section is not designed to be the method of
communication between the employee and his/her timekeeper or supervisor; it is meant to clarify entries
on the T&A record. The Employee and/or Timekeeper can add remarks to the T&A record.

3/7| 3/8 | 379 13/1013/113/12(3/13)\ =

i ti Prefix Suffix A ti
ransaction refix Suffix Accounting 3/14 3/15 3/163/173/183/103/20 |
" 7:00 7:306:456:305: 45
Edit | Del|regular Base Pay 401622WM24RP00
Coordinate time and attendance process
" 1:301:151:300:45
Edit | Del|regular Base Pay 401822WM30R00
Administer pay and leave
" 1.00 0:30
Edit | Del|regular Base Pay 401622WM35P00
Administer leave share programs
: 401622WMEEPO0 0:30
Edit | Del
_'I EljRegular Base Pay Implement ABC/BMF
- 401622WMaSP00 1:002:300:30
Edit | Del iy . .
—Il eljregular Bass Pay Complete administrative duties
: . 401622'WM24P00 715 500
Edit | Del : .
—Il EljComp Time Earmed Coordinate time and attendance process 6:30
: . 401622\WM30P0O0
Edit | Del -
—Il eljComp Time Eamed Administer pay and leave 1:30
7:1510:008:459:159:456:455:00
Total
g:00
Mew TIF | -
Other Time
Sun Mon Tue Wed Thu Fri Sat Remarks To Payroll
Transaction 347 3/8 379 3/103/113/123/13 Week 1 Comp Time ﬂ
3/143/153/163/173/183/193/20 Weak 2 p |authorized for
WehTA conversion
Total and training
preparations ﬂ

Mew Other |

-
I I -

Once you are done adding Remarks to Payroll, scroll down to the bottom of the screen and click on the
Return button. Doing so will save the remarks and return you to the Employee Main Menu screen.
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VIEWING A SUMMARY OF YOUR T&A DATA

The T&A Summary screen is an informational overview of your T&A report for the current pay period.
As this is a read-only screen, no entries can be made. Your Supervisor reviews this same information

when certifying your T&A report.

In addition to all the data you entered, the T&A Summary reflects your leave balances and accruals, your
Service Computation Date, data regarding your specific profile (type of employee, tour of duty, work
schedule, etc.) and the status of your record (not validated, validated, certified).

To access this information, click on the T&A Summary button on the Employee Main Menu Screen.

Employee Main Menu
Tak Data

—

T&A Summary I iew T&A Summary

Locatar Info | Edit Locator Info
“alidate | Validate /Approve T&A Data

Certified TéA's

| View Previously Certified T&A Summaries

Send Task | Send Task to Your Timekeeper

IJser Functions

Change Password |

The T&A Summary screen appears.

Mame: Amy Towmsend Pay Period: 05 : Mar 7 to Mar 20 ]

Report Type: Regular Leave Yean 2004

Status: Not Yalidated

Time In Pay: 103:45 Cther Time: 0:00 Dollar Tranzactions: $0.00 Days In Pay: 13

Time In Pay Mar Mar

- ] B AECOURE 7081 9110111112113 14 1 15 116117118} 19 120

ransaction PSR D e s cription S UM T W T F s mwki| 8 M ITIWIT 15 | wk2

L 401622WMZ4P00 i i i i i i i i 5 b ¢ i

Regular Base Pay g e morines G omd St 17 Ti3016:45,6:3015:45) jeicicli] 1715818184115 25:20
: [401E22WMZ0RP00 S S O

Regular Base Pay g adimiihiszor o cad loewe (3011513000 45; 5
2 401E22WMISP0O0 ' ' ' ' ' H

RagularBase Pay | | Iliminisrarlasve shareprog.| | L1 1 1 i3] | 1130
' 1401622WMESPO0 - T

Reqular Base Pay | Tmplement ABCBME 020! 0:20
: [401E22ZWMERRO0 [ .

RogubrBase Pey § 'Complete administrative dut.., B e s <

) j 140162 2WM24P00 j j i R

Comp Time Earned: \Coordinate time and attanda...?'ls: 13 |12 5[6 30 330 10

Comp Time Earned: ROlEEANHRHD 120 1:20
' rAdminister pay and leave '

Total 7150 10 18:4519:15/9:45/6:45: 5 [56:45] & 10:45 8 1818 415 | 47 |

|Remarks To Payroll

|COMP TIME APPROVED FOR WebTA CONVERSION AND TRAINING PREPARATIONSl

T&A Profile Leave Data| Fud | Accr! Avail Used! Bal
Pay Plan Genersl Schedule (reg)| [annual 201,45) 6:00 1207:45) -~ 207145
Tour of Duty Full Time Sick 116:15] 4:00 1120:15] -- 1120:15
puthiours) EO Credit 2400 0 - 2400 0 -- ! 24100
otk Week Mariflen T T T T
Altarnative Schaduls _ |Varishle Workwaek Compans ko [R2 10023 Kt b Bl L1 i

Agency NOARA

State oo

Town 0zoo

Unit oz
Tirmekeeper 1}

IUze Projects Mo

Account Data Code Manual Entry

Stored Account (LOCAL)|30169P1BMGP21
Retain Cata Mane
[Service Comp Date [Feb 131992 |

[nnual Leave Category |6 hripp |

18



NOTE: It is particularly important that you take the time to carefully review the information on this
summary screen when you are first converted to WebTA so that you can ensure that the information
regarding your tour of duty, duty hours, work week, alternative work schedule (if any), service
computation date, annual leave category, and all leave balances were entered correctly. On an on-going
basis, you should regularly compare your leave balances in this screen to the balances reflected by the
National Finance Center on your official Earnings & Leave Statement for the same pay period. If they do
not match, contact your Timekeeper immediately so that the leave error(s) can be researched and resolved
as quickly as possible.

When finished reviewing the information, simply scroll down to the bottom of the screen and click the
Return button to exit. This action will take you back to the Employee Main Menu screen.

ENTERING LOCATOR INFORMATION

While in the Employee Main Menu, click on the Locator Info button.

Employee Main Menu

_TeA Dats |
e,
Certified T&A's | View Previously Certified T&A Summaries

_Accourts |
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The Locator Info screen appears.

Office Contact Information for Amy Townsend -

owang [
Sroot adrossz |

oo Norber |Cl
i Stop,/ Routing Gade |

EXTS -

e |

oy 0

EC

(xtermion |

Conrhone |

Poger |
> |Amy.TDwnsend@nDaa.gD\r

Sa\tel Cancel |

Use your mouse or tab key to move to each box, entering the appropriate data as you go. It is
particularly important to complete the Email/Internet field at the bottom of the screen in order for the
automated Email features of WebTA to work properly. For instance, if your Supervisor does not agree
with your time and attendance record and rejects rather than certifies the data you submitted, that action
will cause an Email to be sent to you so that you know a change is necessary. If this field is left blank in
the Locator Info screen, the Email feature cannot work and no Email notification will be sent.

Once all the necessary entries are made, click the Save button at the bottom of the screen to save the
information and return to the Employee Main Menu screen.

VALIDATING (APPROVING) YOUR T&A DATA

After you have made all your entries and you are satisfied that the data is complete and accurate, you
must validate (approve) your record. When you validate your data, it releases the record for your
Supervisor’s review and certification (approval). At the Employee Main Menu screen, click the
Validate button.
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Employee Main Menu

_TeA D |
UCETITM view T&A Summary |
_Locatorinfo_|
> _vaiidats |
Certified T&A's | View Previously Certified T&A Summaries

The following Validation Summary screen will appear if, and only if, you have any entries that require
further attention.

Validation Summary

TOWNSEND A Townsend, 05 WARN;NG: Transaction Comp Time Earned may require prior
Ay supervisory approval,
TOWNSENDA Townsend, oS WARN_ING: Transaction Comp Time Earned may require prior
Ay supervisory approval.
Continue | Cancel |

There are two types of messages you may see on this screen: Errors and Warnings. It is important that
both be read and understood before proceeding with the validation process.

Error Messages are indicated in bold, red typeface and the validation process cannot continue without
the errors being corrected. The Error message will describe what entry or omission of information
resulted in the error. Usually it is the result of the base hours for the tour of duty not being met, problems
with premium pays, or entries that are not authorized for your tour of duty or work schedule. Action
MUST be taken to correct the errors before you can validate and your Supervisor can certify your
T&A report. To exit this screen and return to the Employee Main Menu, click on either the Continue

or the Cancel button at the bottom of the screen. After you correct all the errors, you must perform the
Validation process again.

Validation Summary

TOWNSENDA Townsend, oS WARN_ING: Transaction Comp Time Earned may require prior
Ay supervisary approval,

TOWNSENDA Townsend WARN_ING: Transaction Comp Time Earned may require prior
Ay supervisory approval,

Continue | Cancell

Warning Messages are indicated in bold, black typeface and are generated when the possibility of an
error exists but there is a lack of information available to the system to make a determination. Be sure to
take appropriate action before proceeding, if necessary. In the example above, the warning message
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addresses the need for Comp Time Earned to be pre-approved by the Supervisor. In this case, there is an
approved CD-81 form on file for the appropriate number of compensatory hours, so these warning
messages require no further action. If only Warning Messages appear and your review of the warnings

indicates no further action is necessary, click the Continue button at the bottom of the screen.

The T&A Summary screen now appears, ready for Validation. NOTE: If you didn’t have any entries
that resulted in either Warning or Error messages, when you executed the Validate button you would
have been routed directly to this T&A Summary screen.

-

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD POLICY, WELCOME ABCARD ITA!

Help Logol|

Mame: Amy Townsend Pay Period: 05 : Mar 7 to Mar 20
Reaport Type: Reqular Leave Year 2004
Status: Mot Yalidated
Time In Pay: 100:15 Other Time: 0:00 Collar Transactions: $0.00 Cays In Pay: 13
Time In Pay Mar Mar
L " bt AECEURT Tooog .09 10, 11,12 13 14 115 11617181920
[FEIMSEIS L0 PTG 2 Cription 5 'M T W T VF 'S Wkt | 5 M I TIWITIF!S | wk2
T T T T T T T T T T T T T T T
Regular Base Pay | | :gg;ﬁﬁi’:ﬂ?;:ggd stends.., |7 |Ti30)6:45/6:30)5:45, [33:30 15130/8 8186 |35:30
T T T T T T T T T T T T T T T
Regular Base Pay | | ::Dd:n?lﬁi:zrfipfnté leaue 11:30/1:15]1:30,0:45, ; 5 ; A T
T T T T T T T T T T T T T T T
1 1 |401622I"\IM35PDD 1 1 1 1 m. 1 N 1 1 1 1 1 1
Regular Base Pay | ‘Bdminizter leave share prog... 0 B 0 0 1P, 162D 0 000
T T T T T T T T T T T T T T T
RegularBase Pay | | [0 o2 L N L
T T T T T T T T T T T T T T T
1 1 |401622I"\IM89PDD 1 1 1 Ia, m. 1 1 1 1 1 1 1
Regular Base Pay | 'Complete administrative dut., 0 0 | 3 P, 2 0 000
T T T T T T T T T T T T T T T
Comp Time Earned, | :gg;ﬁiﬂ"ﬁ;sggd strends..|Fi1E ; i i ; 15 [12:156:30, N %< 1]
T T T T T T T T T T T T T T T
- 1 1 |401622I"\|N1:3DPDD 1 1 1 1 1 1 . 1 1 1 1 1 1 N
Semp Tine Bamed) | 'Administer pay and leave 0 0 0 0 0 0 BeE(E oo oo S50
Total [7:15) 10 18:45,9:15,9:45,6:45, 5 [56:45| & ,5:30,8 , 6, 8,6, |43:30
- T T T T
T&A Profile Leave Data| Fud o Accri Avail (Used: Bal
T T T T
Pay Plan General Schedule (reql|l || annual 201:45, £:00 (207:45, -- (207:45
i T T T T
(e @By Rl e Sick 116:15, 4:00 (120:15, - 1120:15
Cruty H 80
w” "I; W””'ks e Credit 24100 1 L E4n | - 1 2400
oFr| eg aditlex T T T T
Alternative Schedule Wariable Workweek LN ERSI)| SRt (Einas) ©8688 § = ) Giell
Agency [RReT-T-)
State (sl o]
Town 0200
Uinit oz
Timekeeper s
Uze Projects Mo
Account Data Code Manual Entry
Stored Account (LOCAL)30169P LEMGPZ21
Retain Data Maone
Service Comp Date Feb 13 1992
Annual Leave Category |6 hefpp

I certify that the time worked and leave taken as recorded
on this form is true and correct to the best of my knowledae,

» Aﬁirml Cancel |

After reviewing all the information and determining that it is a correct and accurate reflection of your
time and attendance for the pay period, scroll down to the bottom of the screen and read the affirmation

statement:

“I certify that the time worked and leave taken as recorded on this form is true and correct
to the best of my knowledge.”
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Now click on the Affirm button (see previous page). By doing so, you have acknowledged and agreed to
the affirmation statement, and your T&A record is now validated and ready for certification by your
Supervisor. This action returns you to the Employee Main Menu screen.

Since you acknowledged and agreed to the above affirmation when you personally validated your record,
there is no need for you to sign the certified hard copy of the document. However, if you cannot validate
your record by the deadline, the Timekeeper can validate the record. However, the Timekeeper cannot
agree to the affirmation statement on your behalf (it doesn’t even appear on the Timekeeper’s screen) so
in cases of Timekeeper validation, the Employee MUST sign the printed copy of the certified record. The
Employee’s signature acts as the acknowledgment of the affirmation statement.

VIEWING PREVIOUSLY CERTIFIED T&A RECORDS

WebTA maintains the current pay period and 25 previous pay periods. At any time, you may view these
previously certified T&A records by clicking on the Certified T&A’s button while in the Employee
Main Menu.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD

Hel L t
POLICY ., WELCOME ABOARD ITA! elp Logou

Employee Main Menu

1o
s,
S TTERR c orcviouey Coriea TeA Surmmaris |

The Certified T&A Summaries screen appears.
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= B -

Certified T&A Summaries

Amy Townsend (TOWNSENDA)

- Pay Period|Date Range Cert By |Cert Date |[Cert Type

09 - 2003

May 04 - May 17 SIMLEYC

May 19 2003 WEBTA

I % 04 - 2004 Feb 22 - Mar 06 PURCELLS Mar 08 2004 WEBTA
" 03 -2004 Feb 08 -Feb21 PURCELLS Feb 24 2004 WEBTA
02 - 2004 Jan 25 - Feb 07 PURCELLS Feb 09 2004 WEBTA
' 01- 2004 Jan 11 - Jan 24 PURCELLS Jan 26 2004 WEBTA
26 - 2002 Dec 28 -Jan 10 PURCELLS Jan 12 2004 WEBTA
(" 25- 2003 Dec 14 - Dec 27 PURCELLS Dec 24 2003 WEBTA
24 -2002 MNov 30 - Dec 12 PURCELLS Dec 15 2003 WEBTA
' 253 - 2003 Mov 16 - Nov 29 PURCELLS Dec 01 2003 WEBTA
22 -2002 MNov 02 - MNov 15 PURCELLS Mowv 17 2002 WEBTA
21 -2003 Oct 19 - Nov 01 PURCELLS Mow 03 2003 WEBTA
20 - 2003 Oct05- Oct 18 PURCELLS Oct 20 2003 WEBTA
€ 19 - 2002 Sep 21 - Oct 04 PURCELLS Oct 06 2003 WEBTA
" 15 - 2003 Sep 07 - Sep 20 PURCELLS Sep 23 2003 WEBTA
17 - 2002  Aug 24 - Sep 06 PURCELLS Sep 082 2003 WEBTA
© 16 - 2003  Aug 10 - Aug 23 PURCELLS Aug 25 2003 WEBTA
15 -2002 Jul 27 - Aug 09 SIMLEYC Aug 11 2003 WEBTA
14 -2003  Jul 13 - Jul 26 SIMLEYC Jul 29 2003 WEBTA
13- 2003 Jun 29 - Jul 12 SIMLEYC Jul 14 2003 WEBTA
© 12 - 2002  Jun 15 - Jun 28 SIMLEYC Jun 30 2003 WEBTA
11 - 2003 Jun 01 - Jun 14 SIMLEYC Jun 13 2003 WEBTA
10 - 2002 May 18 - May 31 SIMLEYC Jun 02 2003 WEBTA
-

@

0g - 2003

>

Apr 20 - May 03

Yiew Certified Summary

SIMLEYC May 06 20032 WEBTA

| Return I

To view the Certified T&A Summary for a previous pay period, simply Click on the radio button to
the left of the pay period you wish to view, then Click on the View Certified Summary button at the
bottom of the screen. The selected T&A Certified Record will open as a pop-up window. To view the
full record, you may need to move the record on your screen. To do this, simply Click on the blue
banner line at the top of the record and Drag the pop-up window to the desired location on your screen.
Use the scroll bars within the pop-up window to view additional information.

CORRECTING A PREVIOUSLY SUBMITTED RECORD

Should a previously submitted T&A record need to be corrected, notify your Timekeeper as all
corrections must be processed by the Timekeeper. Only the past 25 pay periods are available for
correction through WebTA (National Finance Center limitation). For corrections to pay periods occurring
more than one year ago, you will need to have your Timekeeper contact the appropriate T&A Liaison to
have the adjustment made. Supporting documentation is required.
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SENDING A TASK TO TIMEKEEPER MESSAGE
You may communicate with your Timekeeper within WebTA by creating and sending a Task to

Timekeeper message. To create such a message, click on the Send Task button on the Employee Main
Menu.

Employee Main Menu

SREE Edit T&A Data

T&A Summary | View T&A Summary

Vi TeA summary |
SISO .. ooty ertiied T&A Summares

The Task Timekeeper screen appears. Click in the message box and type your message. Click the
Save button to save your message and return to the Employee Main Menu.

Task Timekeeper

Please enter a tasking message
to send to your timekeeper.

PLZ SUBMIT CORRECTICHN FOR FPROZ, :I
2004 ADDING 2 HRS OF CEEDIT TIME
EARNED TO THE SECOND SATURDAY.

> Save | Cancel

HELP FEATURE

If you need assistance during any WebTA session, you may click on the blue “Help” which is located at
the top right of each screen. This action will take you to the Help Manual for the screen you are viewing.

-

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD

Hel L t
POLICY, WELCOME ABOARD 1TA! p Logou

Employee Main Menu

IEEEN Edit T&A Data

T&A Summary | View T&A Summary

GEUST .. ercviously Corttea 18 Srvmarie

25



AUTOMATED LEAVE AUDITS

The HR Administrator has access to system-generated audits for the following leave categories: annual
leave, sick leave, credit hours, compensatory leave, religious compensatory leave, shore leave, home
leave, restored annual leave, time-off awards, Leave Without Pay (LWOP), Away Without Official Leave
(AWOL), Suspension, Furlough, Emergency Military Leave, Regular Military Leave. In the future when
the Leave Module of WebTA is activated, audits for leave used under both the Voluntary Leave Transfer
Program and the Emergency Leave Transfer Program will also be available. Here is an example of a
compensatory leave audit:

Q'_Jﬂﬂ :|/ @6}| BT ‘;}»..n‘«.‘-x
Leave Audit Report

Change Report Criteria:

Start Date: m End Datg;!EDDS;] ICompensatDry ;I Update |
Leave Audit (Compensatory) For Amy Townsend
(TOWNSENDA)
oy Period __|Forward _|accrued available |used |Balance |
0g - 2003 0:00 8:30 8:30 0:00 8:30
09 - 2003 8:30 25:00 33:30 0:00 33:30
10 - 2003 3330 16:00 49:30 000 49:30
11 - 2003 49: 30 Thlsi 56:45 .00 48:45
12 - 2003 4845 20:00 68145 0:00 68:45
13 - 2003 68:45 9:00 7745 0:00 7745
14 - 2003 7745 0:00 7745 0:00 7745
15 - 2003 7745 0:00 7745 76145 1:00
16 - 2003 1:00 S 6:15 0:00 6:15
17 - 2003 6:15 14:00 20:15 0:00 20:15
18 - 2003 20:15 Grans: 25:00 000 25:00
19 - 2003 25:00 T S5 000 32:15
20 - 2003 32115 aEER 4430 0:00 4430
21 - 2003 4430 18:15 G2:45 0:00 62:45
22 - 2003 62145 4:15 67:00 0:00 67:00
23 - 2003 6700 1:00 68:00 il E2:45
24 - 2003 52145 0:00 et ks 49:30
25 - 2003 49:30 0:00 49:30 000 49:30
26 - 2003 49: 30 0:00 49:30 700 42:30

Download | Retuml

Copyright @ 1992-2003 3i Systems Inc.,

These leave audits can be downloaded and sent to the Employee, Timekeeper, or Supervisor.

NOTE: NOAA has requested a few enhancements to WebTA. First, that Family Friendly Medical
Leave and transaction codes relating to union activities be added to the list of pay types for which
automatic audits may be generated. Additionally, we have requested that the ability to generate these
audits be granted to at least the Timekeeper and Supervisor roles in the near future.
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SECURITY FEATURES

Privacy One of the important improvements gained by converting to WebTA is that privacy information,
such as social security numbers, is far more secure than in past systems. Your social security number is
only visible in the Employee Profile screen maintained by the Timekeeper (blank sample follows) and
will no longer appear on the printed report.

Employee Profile

Please note that this data pertains only to employee access for the
Time & Attendance systemn, not to other personnel records.

e |
[oasewors |
Password {again) |

ErErea—
Middle Name |
or Initial {Optional)

Last Name

Social Security Number ||

Supervisor's User ID IPURCELLS Search |
Timekeeper's User 1D ITOWNSENDA Search |

First Pay Period @ Current © Previous

Timekeeper
Supervisor
HR Administrator

aan

Active Status
Save | Cancel

3

v Active Employee

-

Access As previously stated, Netscape (version 7.1 or higher) may be used to access WebTA but,
generally speaking, Internet Explorer (version 5.5 or higher) is the better choice for this application.

Never use your browser forward and back keys as they will cause you to be disconnected from WebTA,
and you may lose any unsaved data. Instead, always use the button options at the bottom of the screen
(Save, Cancel, Return, etc.)

Passwords All passwords must comply with Department of Commerce policy:

e Be at least 8 characters in length

e Contain at least 1 alpha, 1 numeric and 1 non-numeric special character (1#$%"&%*, etc.)

e 6 characters may only occur once in the password (e.g., ‘AAAAAAAL’ is not acceptable, but
‘A%rmp2g3’ and ‘A%ArmA2g3’ are acceptable)

o Are case-sensitive

e Cannot be common words, manufacturer defaults, user names, words found in dictionaries, or
common character sequences (e.g., 3456, ghijk, Doejohn, 2468, etc.)

e 7 days prior to expiration, you are warned and given an opportunity to change your password at
that time. Failure to change an expired password results in access to the system being
denied. If this occurs, you will need to contact your Timekeeper to have your password reset.

e Passwords cannot be reused for at least 365 days or 10 changes (whichever is longer).
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After three consecutive unsuccessful attempts to log in, your account will be disabled and your
Timekeeper or HR Administrator must then unlock your account. If you forget your password, you will
need to contact your Timekeeper to have a new password established.

After a period of inactivity (about 10 minutes), you will be automatically logged out of WebTA.

Rules of Behavior All users of WebTA are required to agree to the terms outlined in the Rules of
Behavior document (see Appendix A). A signed copy of the Rules of Behavior must be maintained by
the Timekeeper in the T&A file for each individual employee.

CHANGING YOUR PASSWORD

At the Employee Main Menu screen, scroll down to the User functions and Click on the Change
Password button.

Employee Main Menu

T
sy |
GEREORN .. vy Corttea 164 Surmmaios

lUser Functions

> Change Passward |

The Change Password screen now appears.

ALL PASSWORDS MUST COMPLY WITH DOC

Hel L t
PLSSWORD POLICY. WELCOME ABOARD ITA! ep oged

Change Employee Password

[
New Password {(again) |
Save | Cancel

iﬁ

To change your password, type in your current password once. Use your mouse or tab key to move to the
next field and type in your new password. Repeat the new password in the next field. Click the Save
button to save your new password and to return to the Employee Main Menu.

If you are assigned multiple roles within WebTA, changing your password in any of your roles changes it
for all of your roles.
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LOGGING OUT OF WebTA

When you desire to log out of WebTA, click on the blue “Logout” located at the top right of any screen.

ALL PASSWORDS MUST COMPLY WITH DOC PASSWORD Help Logout 44—
POLICY. WELCOME ABOARD ITA!

Employee Main Menu

o
O v o sy
GERREOO .. provousty Corutio TeA Surmars |

This action takes you back to the WebTA Login screen. Simply Close the application by clicking on the
“X” button in the top right corner of your screen, as you would to close any application.
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ADDITIONAL RESOURCES

There are many pay and leave rules which directly affect time and attendance. It is imperative that you
have an understanding of these rules and to help you in that pursuit, listed below are additional resources
available to you:

Manuals:

Websites:

T&A Liaisons:

Time & Attendance Manual, Department of Commerce, July 1994
(your timekeeper should have a hard copy; this manual is not online)
Handbook on Hours of Duty & Leave Administration

o0 http://ohrm.doc.gov/handbooks/leave.htm
Pay Handbook, Part I, General Pay

o0 http://ohrm.doc.gov/handbooks/pay_manual.htm
Pay Handbook, Part Il, Premium Pay

0 http://ohrm.doc.gov/handbooks/premium_pay_manual.htm
Handbook on Alternative Work Schedules

o0 http://www.opm.gov/oca/aws/index.htm

http://www.masc.noaa.gov/
0 Leave/Time & Attendance Home Page
»  http://www.masc.noaa.gov/masc/hrd/leaveta.html
http://www.easc.noaa.gov/
http://www.wasc.noaa.gov/
http://www.rdc.noaa.gov/~casc/main.html

Your Timekeeper/Administrative Officer
NOAA Time & Attendance Services Office — Boulder, CO

Training Classes:

Conducted regularly by the NOAA Time & Attendance Services Office

WebTA training for Employees
WebTA training for Supervisors
WebTA training for Timekeepers
DOS training for Timekeepers
Advanced Timekeeping
Customized Classes
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APPENDIX A: RULES OF BEHAVIOR

The Rules of Behavior provide guidelines for the use of Department of Commerce (DOC) information technology (IT)
resources operated at the Department’s facilities. The purpose of these guidelines is to increase individual awareness and
responsibility, as well as to ensure that all users utilize information technology (IT) resources in an efficient, ethical, and
lawful manner. Once completed, the Rules of Behavior are to be maintained by each user office.

| understand that the following must be read and acknowledged in order to be granted access to WebTA:

1. I will only use the Userld for which | am authorized and will not divulge my Userld or account access procedures to an
unauthorized user.

2. | consent to monitoring and security testing to ensure proper security procedures and appropriate usage are being
observed for WebTA.

3. | understand that | am required to report all observed compromises of IT security (viruses, unauthorized access, theft,
inappropriate use, etc.) to my immediate supervisor.

4. 1 will not make or use unauthorized copies of copyrighted software, except as permitted by law or the owner of the
copyright.

5. I understand that IT resources, including e-mail accounts, are for authorized Government use only. | agree not to use
WebTA for fraudulent, harassing, or sexually explicit messages and/or materials. Additionally, I will not send, retain, nor
proliferate any such material on Government systems.

6. | am responsible for protecting and maintaining to the best of my ability any information used or stored in my accounts.
I will not attempt to access any data or programs contained on systems for which | am not authorized nor have explicit
consent of the data/program manager.

7. When | no longer require access to WebTA, | will notify my immediate supervisor, and make no further attempt to
access these resources.

8. I understand that for access to WebTA, users are required to invoke a login process requiring a Userld and password.

9. | understand that passwords are required for accounts for WebTA. | will manage my password in accordance with the
DOC Policy for Managing Passwords and any password policy within my operating unit.

10. I will logoff the network when | need to be away from my office for more than 5 minutes, and shutdown the system or
use a password-protected screen saver or security package that prevents unauthorized access to my personal computer.

11. 1 understand that remote access to the network (e.g., while teleworking) poses additional security risks. | will comply
with established DOC policies and guidelines for remote access of network services.

12. 1 understand that use of the Internet places a great deal of trust and responsibility at the employee/supervisor level. |
will comply with the tenets of the DOC Internet Use Policy.

13. | acknowledge that | have received and successfully completed IT Security Awareness training in accordance with all
DOC IT Security policies.

| further understand that failure to abide by these guidelines may constitute grounds for termination of access privileges,
administrative actions, and/or criminal prosecution, if warranted. All signatures are required prior to approval and
granting of WebTA privileges by the WebTA administrator.

User Name:

Office or Organization:

Bureau/Organization:

Signature Date
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